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1. PURPCSE. This menorandum provi des gui dance for using Defense
Printing

Service, establishing a printing account, appointing and
assigning duties of printing control officials, processing
printing requests, indicating services provided by Defense
Printing Services, and listing itens that should not be

repr oduced.

2. REFERENCE. AR 25-30, 28 Feb 89, The Arny Integrated
Publ i shing and Printing Program

3. UTI LI ZATI ON OF DEFENSE PRI NTI NG SERVI CE ( DPS)

a. Al appropriated funds organi zati ons nust use DAPS | AW
wi th Defense Directive Nunber 5330.3, DVRD 998, and Title 10,
United States Code.

b. The use of DAPS for nonappropriated funds organi zations
is optional.
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4. LOCATI ON AND SERVI CES OF THE DEFENSE PRI NTI NG SERVI CES ( DPS)

a. Fort Sill's DAPS office is |ocated at 340 Randol ph Road.
Tel ephone 442-2119/ 4305, Fax 442-6141.

b. WMjor services provided by DAPS are--

(1) Consultation. Provides professional and technical
assi stance for planning, preparation, |ayout, design, and
automation of forns, publications, and other printing rel ated
servi ces.

(2) Conposition. Various conposition, copy preparation, and
rel ated design services including the setting of type by various
deskt op publishing and phototypesetting nethods are avail abl e.

(3) Reprographics. Conplete copying, duplicating, and
engi neering
reproduction services are available including reproduction in
full and
hal f - si ze copi es.

(4) Mcrographics. A wide variety of mcrofiche products
may be obtained through their office.

(5) Printing. DAPS produces or procures, through GPO the
full spectrum of publishing and printing related requirenments for
its custoner activities. These range from conventional printing
to state of the art automated publishing and el ectronic printing
support including engineering reproduction, copying/duplicating,
silk screen printing, metal photo, binding/finishing, and
m crographi c rel ated products and services.

(6) DAPS will accept camera ready copies, jobs saved as
print files on
3 %or 5 Y%high or |ow density disks, or jobs sent to themvia

electronic mail, which is the preferred nethod. However, Fort
Sill organizations (except tenant organizations) using electronic
mai | method nust still process request through DO M | AST

Editing services are also available at additional cost.

(7) Conmercial Procurenent. |f DAPS does not have the
capability to provide services locally, they will work through
the GPO to provide the service through contacting commerci al
sour ces.

5. ESTABLI SHI NG A PRI NTI NG ACCOUNT AND APPO NTI NG ACTIVITY PRI NT
CONTROL OFFI CERS.
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a. Forward requests to establish a separate printing account
to DOMIAST or via E-Mail to (heaterj@oinmexl.sill.arny. ml).
The request will include justification for establishing a
separ at e account

b. Once approved, the requesting activity will appoint an
Activity Print Control Oficer (APCO/alternate and forward a
copy of the appointnment to DO M IAST. Upon receipt of the
appointment, the Installation Print Control officer (1PCO wll
assign the organization a 3 digit account nunber. Use this
account nunber on all print requests.

6. PRI NT ACCOUNT HOLDERS RESPONSI BI LI TIES. Activity Print
Control Oficers and their alternates are responsible for—

a. Verifying dollars are avail able.

b. Ensuring printing is mssion essential, authorized, and
the m ni num of copi es are ordered.

c. Ensuring current year Printing/ Reprographics Request
(DPS- FSDBO Form 5604) is filled out accurately and conpletely.

d. Signing and dating the DPS-FSDBO 5604 and forwarding to
| PCO for assignnent of print control nunber. Tenant
organi zations do not require a print control nunber and wll
submt their Forns 5604 directly to DAPS for processing.

7. DA M PRI NT REQUEST PROCEDURES.
a. Gener al .

(1) Normally, for routine printing, DAPS can process
requests within 10 worki ng days of receipt. However, for nore
conpl ex jobs and jobs requiring special processing (editing,
reproduction of forms, Privacy Act clearance) the tinme required
to finish the job may be as nuch as 30 days or nore. To ensure
conpl etion of the job when you need it plan ahead.

(2) For other than tenant organizations, the Installation
Print Control Oficer will screen the request to—

(a) Ensure that public |aw and regul ations are conplied
wi t h.

(b) Verify information on DPS- FSDBO 5604.
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(c) Enter information into the automated print control
system The print control systemw || assign a print contro
nunber, enter a job cost estimate, and adjust print target
bal ance. Estinmates are based on fixed cost per copy and
dependi ng on the conplexity of the work requested the actual cost
of the job may be significantly different. The IPCOw Il forward
to DAPS for action. DOMMWII return inconplete DPS-FSDBO 5604s
to account holders for correction.

(3) Upon conpletion of the job DAPS will notify or make
di stribution as indicated on the DPS-FSDBO 5604. Organizations
may request a copy of the DPS-FSDBO 5604 detailing actual job
cost when picking up the finished product.

(4) For other than tenant organizations, the |IPCO posts
actual printing costs as required into the autonmated print
control system Once this information is entered, the program
will automatically update your bal ances, jobs pending
i nformation, and avail abl e funds renaini ng.

8. TRACKI NG PRI NT COSTS AND REQUESTS (Nont enant Organi zations
Only). The automated print request programis avail abl e by
accessing DO M| AST s Honme Page (http://sill-wwarmy.ml/doim
and may be used to track printing jobs, estimtes, actual

expendi tures, and account bal ance. For APCGCs or alternates to
have access to this program submt a request via e-mail to DOM
| AST (heaterj @oinexl.sill.arnmy.ml).

9. PRI NTI NG BUDGET TARGETS ( Nont enant Organi zations Only).
Printing budget targets are established annually and are based on
the anobunt of dollars DOMis allocated and prior year usage by
est abl i shed nonrei nbursabl e print account hol ders.

10. BUSI NESS CARDS

a. Commanders/directors are responsible for determning
whi ch enpl oyees shoul d have business cards. G anting approval
nmust be based on the fact the enployee’ s dealings with outside
organi zations (off-post) further enhances the organization’s
statutory m ssion.

b. Once the commander/director approves an enpl oyee’ s use of
busi ness cards, appropriated funds may be used to have DAPS print
t he busi ness cards using the standard busi ness card stock.

St andard business card stock will contain the DOD Seal, cross
cannons, or fires logo, black and white printing and | ogo, and
white card stock. Activities need to indicate in the remarks
section of DPS Form 5604 whether they want the DOD seal, cross
cannons, or fires logo placed on their business cards.
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c. In addition to the above, business cards will contain the
foll owi ng information

(1) Individual’s Nane.

(2) Individual’s Title (optional).

(2) Ofice Miling Address.

(3) Ofice Location (building, street, roon).

(4) Ofice Tel ephone Nunmber (comrerci al / DSN Fax) .

(4) Electronic mail and/or Wb Address (optional).

11. METHOD OF PAYMENT

a. Fort Sill Oganizations. These organi zations submt
their print requests through DOMto DAPS. DO M pays the cost
and organi zations reinburse DO M for any costs above their target
anmount .

b. Tenant Organi zations. These organi zations submt their
print requests directly to DAPS. Acceptable nethod of paynent is
t he | MPAC card.

12. COVMONLY REQUESTED PRI NTI NG JOBS THAT ARE NOT AUTHORI ZED.

a. Printed invitations, except as authorized for general
of ficers.

b. Wiall and desk cal endars.

c. Copyright materials without witten authorization from
t he copyright source.

d. Materials containing Privacy Act information that have
not been approved by the Installation Privacy Act Oficer.

e. Milticolor printing that does not neet the val ue added
criteria listed in AR 25-30, chapter 11.

f. Geeting cards.

g. Regulations that are avail able through the publication
system

h. Letterhead stationery is not authorized except for major
on- post commands (i.e., USAFACFS, USAFAS, USAFATC, IIl1 Arnored
Corps Arty).
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i. For additional restrictions see AR 25-30, paragraph 11.
13. SOVE USEFUL TI PS.

a. Plan early; use reasonable delivery dates.

b. Consolidate resources when possi bl e.

c. Be sure it is required to neet your m ssion.

d. Make changes after going to print only when absolutely
necessary.

e. Have a good canera ready copy (clear and |legible), work
saved on a
conputer disk as a print file, or send via electronic mil.

f. Edit your work.

g. Do not create unnecessary forns/certificates. Use forns
al ready avail abl e when possi bl e.

h. Request only the nunber of copies required.
i. Print on 8 1/2" x 11" paper when possi bl e.
] . Request bond paper cover instead of card stock.

k. Use electronic nedia and bulletin boards rather than
paper when possi bl e.

| . Review existing publications to consolidate, supersede,
or rescind and to reduce distribution and stocking requirenents.

m Keep face-only printing to a mninum Al ways use both
sides of the paper when possi bl e.

12. PO NT OF CONTACT. For further information or assistance,
contact DO M | AST at 442-6573 or e-nuil
(heaterj @oinex1.sill.army.ml).
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